
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Office/Department Name]  

[Organization Name]  

[Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Letter]  

[Introductory paragraph stating the purpose of the letter.] 

[Body paragraph(s) providing detailed information regarding the 

immigration matter, including relevant personal details, background 

information, and any supporting evidence.] 

[Closing paragraph summarizing the request or expected outcome, and 

expressing appreciation for their attention to the matter.] 

Thank you for your time and assistance.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name] 


